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Creating Templates for PIMS
(Prosecutor Information

Management System)
There are 4 steps in the process of creating templates:

1. Create the boilerplate text that is always the same and save the file as a Rich Text Format (RTF)
document.

2. Add the codes in the appropriate places so the system can replace the code(s) with the appropriate data
from the PIMS database and save the changes (again, as a RTF file.

3. Upload the finished template to the system.
4. Test the template and make any necessary changes and upload the changes.

Step 1
Simply open a document that already exists or create it from scratch in your favorite word processor. Save it to
a location on your hard drive that is easy to remember (i.e. C:\PIMS Templates)

Step 2
Insert the appropriate merge codes in places in the template
that data should be merged from the database. You can
‘hard code’ certain things like County Attorney’s names
and court addresses if these do not change for this template
from case to case. That simply makes the template easier to
create. The merge codes that you can use in templates are
contained in a template assistant program that you can use
to easily get the correct code for the data element you want.
The icon for the Template Assistant looks like the picture

below:

Double click this icon to launch the program.

To use the program you select the category,
select the individual code you want, click on Copy and
paste the code into the template where you want it to be
(see figures below).

Dates can be configured to print out in several
different formats. The default is 07/06/2007, but you can
format it in any of the styles available on the Formatting
tab.

Some codes (such as defendant name) have
individual first, middle and last codes as well as a Full
Name code. This is for convenience and can be done
individually as well with the same result. If there are more
codes that would be helpful to combine, please let UPC
know and we’ll modify the Template Assistant to include
those changes.
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Loop Codes

To gather multiple records such as multiple counts, the system
uses loop codes. These consist of a Start and an End loop
code. These are all located under the Loop Codes category.
The effect of these codes is to loop through the case record
and gather all related data into one spot in the document. This
allows us to merge all of the charges or witnesses into the
same area of the template.

For participant loops, you put in a start and end
loop, but when the document is merged, you do NOT
select any participants in the list. The system, as currently
designed, will see the loop and automatically gather ALL
participants inside the loop block. If you select 2 or more
participants, 2 or more documents will be created with all
participants merged into the loop block. This is distinctly
different from the way Prosecutor Dialog worked.
If you use participants outside of a loop, you must select
the ones you want to be in the document when the merge
is done. It that case, each selected participant will be on a
separate page (please see example below).

For Events and Participants, there are different
codes for inside loops and outside loops. So be sure to
use the correct code.

One consequence of the way the merge system is
designed is that you can NOT put case codes inside
another loop (such as a charge loop). They will not be
recognized if you do. For example, the following will not
merge the defendant’s name into the charge loop because
of this restriction.

[(repeat_charges)]
Count [(chargeCount)]: [(filedOffenseDescription)], a [(filedOffenseClass)], in that [(defFirst.U)]
[(defMiddle.U)] [(defLast.U)] [(defSuffix.U)] did [(filedPhrase)]
[(endRepeat_charges)]

This will work:
[(repeat_charges)]
Count [(chargeCount)]: [(filedOffenseDescription)], a [(filedOffenseClass)], in that the defendant did
[(filedPhrase)]
[(endRepeat_charges)]
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Formatting Dates

Dates can be formatted in several ways. To format a date, select the date code first, then click on the
formatting tab and select the format you would like (see illustrations below).

Copy the formatted date code into the template where you want it to go. This will work for all dates,
including birth dates.

Keyboard prompts

The system treats all codes that it doesn’t recognize as keyboard prompts and will prompt you to enter in
a value. For example: Suppose you are building a search warrant template and want the user to enter in the
values for what is being searched for and where, you could type in these codes:
[(Enter what is being searched for)]
[(Enter where you are searching)]
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Header / Footer codes

There are NO special codes for headers or footers in templates. Just insert the codes you need where you
need them in the template and it all works. Once you create the template and upload it, the system will
recognize and use the template without any other steps to take.

Sample Template

See next page.
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Participant loop example:

Step 3

Once you have finished your template, you just need to upload it to make it available for everyone to
use. The instructions for uploading are included in the Uploading templates to PIMS document attached.

Step 4

To make sure the document is working properly it is a good idea to test it. Search for a test case to use
for your template and go to the document screen. Select your new template and create a document as usual.
Inspect the result to make sure everything works as expected. If it doesn’t, then edit the document and make
necessary changes.


